Title: Maintain Basic Pay Infotype (PA30)

Maintain Basic Pay Infotype

Purpose

Trigger

Prerequisites

End User Roles

Use this procedure to maintain an employee’s basic pay information. This infotype
is used to define an employee’s salary.

Perform this procedure when an employee has a modification to basic pay
information.

e QOverride the next increase date
e Establish as Indirectly or Directly Valued.

The employee must be in HRMS with a valid basic pay record.

In order to perform this transaction you must be assigned the following role:
Personnel Administration Processor, and Payroll Processor

Change History

Date Change Description

04/22/2014 Procedure updated to match current layout

05/14/2014 Updated Next Increase field description

05/28/2014 Updated note of step 7 to provide more detail on the next increase field.

Menu Path Human Resources = Personnel Management - Administration - HR Master Data

Transaction Code

- Maintain

PA30
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The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

&

Example: Q Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warning

®

Example: @_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Action: If an action is required, perform the action. Otherwise, click

@ (Enter) to validate and proceed.

Confirmation

oor&

Example: & Save your entries.

Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the above menu path or transaction code PA30.

T HRrmesterdata Edit Goto FExtras Utiities Settings System  Help

(V] ~JH CEe LHE DL BE @@
Maintain HR Master Data
|E| Zemd@A &
| | | Personnel na. :-40000350
Find by Name OWENS ELISA
~ @ person PersArea 3030 Department of Health EEGroup |C| Project
* [ Collective search help PSubarea |0DGL| Agencywide EESubgroup |01 Monthly(M) OT Exe.. Status Active
- [} search Term
» {H Free search ==
.~ Basic Personal Data } Payroll  Benefits - Time Recording  Addtl. Personal ... )=
Infotype text 5. Period
Actions o ~ || |(® Period
Organizational Assignment (¥ 2 From |04/01/2014[To
Personal Data L4 ) Today ) curr.week
Addresses L4 Cial ") Current month
Planned Working Time 4 ® =T TR ® Soirah
Basic Pay L4 () To Current Date ) Last month
Contract Elements v () Current Period () Current Year
Date Specifications v . |E| Choose
Family/Refated Person W - -
Direct selection
Infotype Basic Pay STy

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no. R The employee’s unique identifying number.
Example: 40000350

3. i
Click the box to the left of Basic PEI},-’ to select.
4, @‘
Click (Enter) to validate the information.
5. In the Time period section, click Period and enter the From date as the effective date of the Basic

Pay record.
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| Period
(%) Period
From m o [ ]
() Today () Curr.week
Cal ) Current month
()From curr.date () Last week
() To Current Date () Last month
("I Current Period () Current Year
I@ Choose I
o O
Click (Create) to create a new record.

E Infotype Edit Goto  WWage types Extras System  Help

& | B Ie@@ CHE DDO0 BE @
Create Basic Pay (0008)
o A )
A2 | salry amount [Payments and deductions
T | P |
R EAE= = E I S Personnel No. 40000350 Name OWENS ELISA
Find by PersArea |3030 Department of Health EEGroup ] Project
- % . [ -
Person PSubarea |00GL| Agencywide EESubgroup |01 Monthhy(M) OT Exe.. Status Active
* [l Collective search help Start loasor/2004(Fho (1273179999
- {Hli search Term = -
- (Hl Free search
Subtype a Basic contract
| Pay scale
Reason =3 Cap.util.il 100.00
PS type [o1] WFSE WkHrs/period [ BT.UU"Semi—monthry '
| |
PS Area [o1] Standard Progression Next inc.
PS group 58 Level 2] Ann.salary [ 49,368.00 |[losn ]
W... 'Wage Type Long Text 0. Amount Curr... L. A.. Number/Unit Unit
1003 Pay Period Salary 2,057.00 USD I [V
UsD O
uso O
usp O
uso O
UsD O =
: usD O -
L i
v [05/28/2014] - '12;31;*9999'@@' 2,057.00 |USD |
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7. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name

R/O/C | Description

Reason

R The reason for the change in data on the Basic Pay infotype

@ If you do not know the number for the Reason, you can
click the @ (Matchcode) to open the selection list.

Example: 20 — Appointment Change

Cap.util.lvl

R Defines which percentage of standard working time an employee
works. The default is determined by the Planned Working Time
infotype (0007). Do not change the default for this field.

Example: 100.00

PS Type

R Represents the State of Washington’s compensation structure
(salary bands, hour based steps increases and bargaining units.)
The default will be what is set up on the employee’s position

Example: 01 WFSE

WkHrs/period

R The number of hours the employee works in one payroll period.
The default is determined by the Planned Working Time infotype
(0007). Do not change the default for this field.

Example: 87.00- Semi-monthly

PS Area

R This identifies a collection of pay ranges, steps and rates that
comprise a pay schedule based on Civil Service rules for the
State of Washington. The default will be what is set up on the
employee’s position.

Example: 01- Standard Progression

Next Increase

This is the date of the next scheduled increase in the employee’s
pay and is used to override the automated periodic increment
and longevity process.

@ If the employee is eligible for a periodic increment
(PID) or longevity step, and moves to a new Pay Scale Type,
Pay Scale Area, Pay Scale Group or Pay Scale Level, the agency
HR Processors must input the employee’s current PID in the
Next Increase field on the Basic Pay Infotype.

Example: 10/1/2014

PS Group

A range or band. The default will be what is set up on the

State of Washington
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employee’s position.
Example: 58

Level

This defines the step within a range for compensation.

@Level A will default into the field for classified employees on
a pay scale range. You may need to change the level.

Example: A

Annual Salary

This is the dollar amount the employee receives as pay per
year.

@If the employee is classified and on a pay scale range, the
annual salary will populate based on the PS Group and Level.

@If the employee is WMS, Higher Ed Exempt, Students,
Non Classified Elected Official, Non Classified Exempt
Management Service, Non Classified Non Pay Scale, Non
Classified Board Members you must enter the annual
salary in this field.

@Entering the salary defines this person as Directly valued.
Agencies are responsible for updating the salary when directly
valued employees are due a pay increase.

Example: 49.368.00

Wage Type

A type of payment that separates amounts and time units
for various business processes.

@ The wage type of 1003 should default in if the employee is
monthly. Wage type 1001 should default in if the employee is
hourly. Enter the wage type if the field is blank.

@ You can also enter wage types for Shift Difference and
Assignment Pay.

Example: 1003 Pay Period Salary

State of Washington
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[& Infotype Edit Goto Wage types Extras System  Help
& A8 e@@ EHE DL RE @0
Create Basic Pay (0008)

2 | salry amount [ Payments and deductions

(&)= [5][E]E][Z]a] Personnel No. 40000350 Name OWENS ELISA
Find by PersArea |3030 Department of Health EEGroup |C Project
~ @ person PSubarea |00GL| Agencywide EESubgroup |01| Monthly(M) OT Exe.. Status Active
* [l Collective search heip Start Toazo1/2014 [ Pro 12/31/9999
« [l search Term £ =
« [Hl Free search
Subtype 0 Basic contract
Pay scale
Reason 20 Appointment Change Cap.util.h 100.00
PS type 01 WFSE WhHrs/period &7.00) Semi-monthly
PS Area 01| Standard Progression Mext inc.
PS group 58 Level |2 Ann.salary 49, 368.00 |USD
W... Wage Type Long Text 0. Amount Curr... I... A.. Number/Unit Unit
1003 Pay Period Salary 2,057.00 USD I |[/]
usD ]
usD ]
usD ]
usD ]
usD ] -
usp ] -
' i
1v [05/28/2014] - [12/31/9999] « | » 2,057.00 |[usD

@ In the screen shot above, notice the “I” in the Indirect value column. An Indirect valued
employee will have their salary based upon the State Compensation Plan that is administered by
the Office of Financial Management State HR. Indirectly valued employees eligible for a Periodic
Increment increase or a Longevity increase will either automatically receive their increase based
on the logic tables or upon reaching the override date in the Next Increase field. If the Ind.val
field is blank, the employee is Directly valued and the agency is responsible for maintaining this
infotype when the employee is due a pay increase. If the employee is Directly valued but using
the standard progression pay scale area, the agency must input an override date of 12/31/9999
in the Next Increase field to prevent the PID automation from changing the Pay Scale Group
Level

Click & (Enter) to validate the information.

9. _|
Click (Save) to save.
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10. You have completed this transaction.

Results

You have successfully made a modification to the employee’s Basic Pay (0008) infotype.

Comments

None.
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